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MEMBER SEARCH

Member Search provides a brief overview on the function and types of searches that can be done in the
system.

Note: Admins will only have access to the member population their security access has been set to
view.

1. Log on to the SHBP Enrollment Portal at https://mySHBPga.adp.com
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2. Click “+” next to the Search button to expand. Choose Member Search. There are two types of search
available:
e Basic Search accepts a full or partial last name (using % as a multi-character wild card, as needed) or a
complete Social Security Number (SSN).
e Advance Search accepts full or partial first or last names as well as a complete SSN.

@ s H B P Help  Logout
Stat Heaith Benefit Plar
e
‘Welcome MPUWERS@ndp
# Home: Member Search
& Search
+ Mamber Search (+] Search by First Name, Last Name, SSN, or Person 1D 4 Search

- Pending Manager l%skown
- Process Logs

& Reports

© My Information

) Add a Subscriber

& Plan Information

& Report Center

Need Help?

If you have questions about your
SHEP benefits, please call the SHBP
Member Services at 800-610-1863.

If you are an Administrator and have
an employer related guestion please
contact Employer Services at 800-
610-1863 opt. 2.

lubum Privacy  Legal ® Copyright 2013 ADP, LLC.
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3. Enter member criteria to search. The search results will display.
Click the green arrow, and several options will display. Note: User Roles feature will not be seen by all Admins.

Act as this employee returns you to the Welcome page with the notice that you are “Acting as <member
name>”. This enables you to:

- Make elections on behalf of the member

- Declare Life Events

- Review Current Enrollment and Employee Profile screens.

View employee change history Navigates to the Employee Profile page, from which you can also view the
Summary and Timeline pages for this member.

Update this employee Navigates to the Data Sharing Tool which allows updates to add or edit member
indicative data.

User Roles Allows security access to be defined for Admins. Only certain SHBP Admins will have this access,
although this may be a feature rolled out in the future to additional groups.

User Notations Allows an Admin to enter notes on a member’s record.

@ ‘S H BR Help  Logout

sate Health Benefit Plan

Welcome KBUSSIERET@adp

& o Member Search .
© Search
. Member search (1) Search by First Name, Last Name, SSN, or Person ID [ & search | | |2
. Pending Manager SMITH J
- Process Logs E—

© Add a Subscriber

& [Actas this employee:

9 ployee change history  LastName Person ID SSN Status Par Group Hired/Promoted

@ Reports

@ My Information

& Plan Information

€. & Ypdatethis employes SMITH 4588ae61-ccde-406f-bdb7- Y0000X5689 Retired Retiree 12/31/2012
€3c3d91a9838

© Report Center & Us

© . UserNotations SMITH 792a3fof 3bad 4ace aasf 0006573 Retired Retiree 12/31/72012
Need Help? cdb4becdbbs
i 5] SUSAN'S SMITH XH0XXB117 Active Active 12/3172012
If you have questions about your
;Hapbbe”:ﬁ“ Dmas‘;;g"ﬁ':‘; ?;:;: ) ELEANERN SMITH X000K1678 Active Active 12/01/2013
GO as i Moy 3d92d07190f2
00 s Admassiiator el i 5] WILLIE C SMITH £76c0103-12b4-4726-20cd 000001557 Retired Retiree 123172012
an employer related question please #1b400:505a%
contact Employer Services at 800 (> FAYED SMITH d4eds682 595 4d7a 994 X00XX0257 Retired Retiree 12/5172012
610-1863 opt. 2. 7edacSaben47
) TRAVIS S SMITH 55¢cazea 9d49-40c5-20a6 0002038 Active Active 12/01/72013
50desasesss:
5] EVELINA H SMITH 85c07825-ad68 451 F92ed 00007571 Retired Retiree 12/31/72012
d7c76fdbecbe
5] JOANN SMITH fasfde05-d0et-400d-2245 X00KE105 Retired Retiree 12/3172012
52529954042
©  mevaoeveTa SMITH MINCEY 4028044 co8F a7e7a815 0002218 e Actve /02
ad04437fa6f8
>) KYANA SMITH 4d3036c6c18-47dda7d7 0000361 Active Active 12/02/2013
50647522115
© TEKSHIA MEYONA WARD-SMITH 7¢1d80a6 2030 428a-ab7F XX00XX0329 Active Active 12/01/2013 L
5977d146100 =
About | Privacy  Legal &€ Copyright 2013 ADP, LLC.
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USER NOTATIONS
The User Notations feature allows an Administrator to enter notes on a member’s record.

1. Log on to the SHBP Enrollment Portal. Click “+” next to Search. Choose Member Search. Use either one of
two search types: basic or advanced. Enter member criteria. Click search. Search results will display. Click
green arrow next User Notations. Choose User Notations, and enter the notes desired for the member.
Click Submit to save comments to the system.

Enter Notas

2. Confirmation of saved notation will appear.

5 SHBP Enroliment Portal: ADP User Guide — Admin Experience (Agencies Sending Automated Files) 6/2/2015




3. Toview historical notes in the system, click View Notations, and expand the icon.

User Notations o

& View Notations
Enter Notation for Subscriber : CHRISTOPHER BROWN (a08cal 62-8eb5-486e-9ee0-4559b19743f)

4. Previous notes will display.

User Notations.

-

@ View Notations A

Notation History for CHRISTOPHER BROWN (a08cal 62-8eb5-486e-9ee0-4559b1 97¢43) |
Time Entered By Notation

© 01/08/2015  MPOWERS@adp adding notation for subscriber |
09:22:34 PM 0
|

@ 01/08/2015  MPOWERS@adp Added dependent for subscriber to med, den,
00:28:30 PM vis

Enter Notation for Subscriber - CHRISTOPHER BROWN (a08cal 62-8eb5-486e-0ee0-4550b107e43)
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VIEW EMPLOYEE CHANGE HISTORY > AUDIT FEATURE

The Audit Feature navigates to the Employee Profile page, from which Administrators only also view the
Summary and Timeline pages when acting as a member.
Critical: Only Admins can use Audit capabilities.

1. Log on to the SHBP Enrollment Portal. Click “+” next to Search. Choose Member Search. Use either one
of two search types: basic or advanced. Enter member criteria. Click Search. Search results will display.
Click the green arrow.

e Choose Option 1 to View employee change history. Click the clock icon, or
e Choose Option 2 to View employee change history/Audit

On left hand side of the screen, choose Audit Employee.

@ S H B P Help Logour

Welcome MPOWERSPadp

# Home Member Search o)
@ Search
A €@  Searchby FirstName, LastName, SN, or Person 1D B searcn
- Pending Manager TR
- Process Logs
& Reports © Add a Subscriber
. & Actas this enploy
13 My ietocimction O Miew empioyes change history - Last Name Person 0 ssu saus Par Group Hired/Promoted
< Plan Information D 7 Updurethis enployees a0Bcal62.8ebS5 4866 0ee0.  XHRXIBTE Actve Active 12/31/2012
& Raport Carter & Useroles 455001970831
© | Useromtons BROWN ah1f2201 346 4M00 0772 XIOKKE106 Retired Retiree 12/31/2012
Need Help? | NE— 05363e1 35634
@ wen BROWN ad0gszcectas 4fo) Qe28  XXKKK4017 Active Active 07/30/2014
I you have questions about your 395872048405
SHEP benefits, please call the SHEP =
y canLa BROWN 70354ef672acdbecScE0.  XOO0KK1420 T d NOBENS 123172012
Member Senices at 800-610-1863. © e erminae Zole
o s s AP o s e ©  sHenke BROWN 2068234843 de0ba2ed XXKXKGO2Z3 Active Active 12/21/2012
an employer related question please 3Fes3besdsz
contact Employer Services at 800- ©  senDRaL BROWN 6419063(424c4b03 8705 XXNKXI77B Retired Retiree 1213172012
6101863 opt 2. ab309f0624b
© o BROWNELL 005011 c05de4d7Falcs  XO0X1723 Active Active 12/31/2012
osc3dvefsiod
© e BROWN 31754cb11d9f 4730-4626- 00000898 Active Active 1231 /2012
sbsbebeol 028
SAMANTHAE BROWN 0342787307 4ba0 988! 000X0798 Terninate: NOBENS 12/31/2012 L
fe b d
amhiagrsANSE L=
About  Privacy  Legal © Copyright 2013 ADP, LLC.

2. Regardless of what option is chosen, the first page that displays is Employee Profile. Note: The
Employee Profile is also available to the member from the right-hand navigation bar.

CHRISTOPHER BROWN  ts0tcatez-sens stse.secosssa1s7edsn) e Clsa
Employee Profie | SUMMAY  Timeling
The data isted below s 26 of ladays dale. If any ofthis information is nol aceurate contact out local 10 have this information updated
Name D
CHRISTOPHER OOOXXXXX e
BROWN
Parsonal Information Company Information

Home Addross 107 CARRINGTON GREEM PARKWAY
MCDONOUGH, GA 30252
4782790226

us  Actve
HKOOOKK  Reves!
1202012

o KXOOOXKKK  Reveal
12012012

maie
0

0 AZZSWD001 i
59

Active

0 GIHSE4BDAFKVCZIC
Tobecco  No

pe 00
ENGLISH
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3. Click the Summary tab. The Summary tab lists recent activity on the left and current benefits and effective
dates for the selected member and dependents on the right. Click View Event Details.

CHRISTOPHER BROWN  (s08cat62-teb5.485e. 8ec04553b1070431) Ha Chna
Employee Profile Summary Timeline
Recent Activity winin 120 gays) worklifeEvents - SwstemEvents Coverage as of Today
AnnualEnroliment ™ Benefit Description Effective Date
Event Date: 01/01/2015 View Evert Details s BAR R T -
Declared on: 101232014 ®
Tobacco Surcharge None 0110112013
P Older Activity WorklLife Evenis | System Events
Name Relationship Medical Dental Vision
KAYLA M BROWN Spouse " ] x

4. The View Event Details page opens a new page, and drills down to information about the benefit elections
related to the event. (e.g., what the member changed from and then changed to). This page shows all user
activity (changes) related to the selected event, even if the user did not complete a benefit election. The colored
icons represent the following:

Red icon — Refers to the number of sessions recorded in the web application, whether or not the election was
submitted.

Blue icon — Refers to activity recorded and then election submitted. This page also includes Data Changes,
which shows what benefits were changed by this event, with the change indicated in Before and After columns.

CHRISTOPHER BROWN  to0scatsz-tebs dsse-ec04ssomoreasn Ha Chna
Employee Profile Summary | Timeliné | AnnualEaroliment
Last Submitted on Statu x

Event Event Date
AnnualEnroliment 01/01/2015 11/09/2014 NotPended

tion Windows  Transnction Details Data Changes

Activity Timeline © @ Sessions: 1 | @ Submissions: 1
1002712014 11142014

Submission details for 11/08/2014 04:16:21 PM

Benefit Changes Made inchue | uschanged benefits Session Details

11/09/2014 04:06.28 PH
Benent Changed From Changed To

1110972014 04:16:21 P

MEDICAL-82 (you)
Health Benetits C o MEDICAL-BS (you) » 00:08:53
y  Confirmed
Dependent Changes Made chde 1 unchanged
Name SSN DoB Relationship Sex Disabled Student Medical Dental Vision
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5. Transaction Details shows what caused the change, such as an event or a file load.
Session Details shows the amount of time a member is online.

Activity reflects Confirmed or Unconfirmed. Confirmed means the member (or someone acting on their behalf)
saved their elections.

Data Changes shows what benefits were changed by this event, with the change indicated in Before and After
Columns.

CHRISTOPHER BROWN  (soscatez-tens.sse.secoassontoressn Help Cose
Employee Profile Summary | Timeling AnnualEnroliment
Event Event Date Last Submitted on Status x
AnnualEnroliment 01/01/2015 11/09/2014 NotPended
Activity Timeli 1y, BanatsProgram % @ Sessions 1 | @ Submissions: 1
Date 10/23/2014 06:02.39 PM 11142014
Events Recognized 1 !

EventDeclared  10/23/2014

Submission  cyant Tun 10294
Benefit Cha LoginUseriD  Pipeling Process Inchute | uscnanges besetts S@ssion Detalls

1 11/09/2014 04:06:28 PH
Benefit Changed From Changed To

11/09/2014 041621 P
MEDICAL-82 (you "
Health Benefits C (you) MEDICAL-B6 (you) i p—_—
tnity  Confimed
Dependent Changes Made Inchde 1 unchanged dependents
Name ssh Do Relationship Sex Disabled Student Medical Dental Vision

6. Click Data Changes. This will enable an Admin to review quickly the before and after of the specific event
saved.

CHRISTOPHER BROWN  (s0zcatez-sensasse.sec0-455001070430) Wa: Cions
Employee Profile Summary Timeline AnnualEnroliment
Event Event Date Last Submitted on Status *®
AnnualEnroliment 01/01/2015 11/09/2014 NotPended
Activity Timeline © Changes ea e X @ sessions: 1 | @ Submissions: 1
102712014 111422014
| saurcs Property Before Ater !

survey iobacco-uses
Ehected by Subscriber
Submission details for 11/09/2014 04:16:21 PM

Benefit Changes Made ' | uschanged beratits  S@ssion Detalls

01012015 " tamp 111097201

1
Benefit Changed From 018010 112015
" 2018-01-01 1017201 wd Timestamp 1109720

electionState ntialStale Elacted 01012015

Health Benefits MEDICAL-B2 (yoy M
Nedica

00.09°53

DICAL-B6 employeeAnnuakCost 0
thity  Confirmed

Medical - MEDICAL-BG employeeldonthiyCost 0.00

Hedical

6 employsePayPerindCo 0.00

employoePreTaxAnnu 0
Insiude 1 uschanged depandents

Dependent Changes Made
- MEDICAL-B8 employeePreTaxtontt 0,00
Lm Medical Dental Vision

Name SSN emp

aPreTaxPayPt 0.00

Medical - MEDICAL-88 enrolingEvant

9 SHBP Enrollment Portal: ADP User Guide — Admin Experience (Agencies Sending Automated Files) 6/2/2015



7. The Timeline tab shows coverages as yellow bars, with the overall time determined by how the blue timeline is
set at the top. The yellow bars are divided into sections if coverages changed. Clicking a section of yellow line
displays the coverage details for the period of time defined by the narrow white lines dividing the yellow bar.
The coverages displayed depend on what was checked to the right of Coverage Timeline as of <date> in the
Summary tab.

CHRISTOPHER BROWN  (o0scatsz-tebs dsse-eco4ssomoreasn Ha Chna

Employee Profile | Summary Timeline  AnnualEnroliment

1/1/2013 12/31/2016

Coverage Timeline as of
01/08/2015 @
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ADMIN EVENT

While acting as an employee, the HR Admin has access to change enrollment elections (dependent
information, Health enrollment).

Important: The Admin Event should be used with caution. Coverage will become effective as the date
entered in the event.

1. Log on to the SHBP Enrollment Portal. Click “+” next to Search. Choose Member Search. Use either
one of two search types: basic or advanced. Enter member criteria. Click search. Search results will
display. Click the green arrow, and several options will display. Choose Act as this employee.
2. Confirm that you are ‘acting’ as the correct member by confirming the member’s information is displayed
on left-hand side of your screen. Click Declare Qualifying Event located in the center of the screen.
§k!:-1n'§‘ﬂl)"m Help  Logout

Acting as: CHRISTOPHER BROWN  [stop]

# Home 1=
Declare Qualifying Event
Acting as
CHRISTOPHER Health Benefit Coverage Change
BROWN You may ba able to make ilalmbe efit coverage change
Istopl during the year if you experient M’yl g event. Qualifyi
AuditEnployee )
aaaaaaaaa Click the Declare Qualifying Event button to get started.
o= ‘Declare Qualifying Event
& Repons

© My Information
© Plan Information
© Report Center

Need Help?

IF you have questions about your
SHEP benefits, please cal the SHEP
Member Services at 800-610-1863.

If you are an Administrator and have
an employer related question please
contact Employer Services at $00-
610-1863 cot 2.

-
About  Privacy  Legal

® Copyrght 2013 ADP, LLC.

3. At Step 1 of 1: Declare Qualifying Event, click Select Qualifying Event. Choose Admin Event from the
drop down box.

SHBP

fiHome Hel Ip Logour
State Hewth Beneft Plan
[Pl i oo B8

Acting as: CHRISTOPHER BROWN  [stop]

Declare Qualifying Event

Step 1 of 1: Declare Qualifying Event

\ i This appllu'ﬂa Il iows you the opportunity to declare a qualifying event and make the allowable change if the \e l!d
eeeee d the dar coverag

of the event are appropriately provided, you will be able 1o modify your health benefit
nnnnnnn o s oAl Bedan o ML Mot

event lick the Select Qualifying Event button.
-down list

el p-dor
« Enter the date (mm/dd/yyyy) of the event
« Click the Submit button below.

| Select qualifying Event i
Admin No Pay - Stap Coverage =
Surviver Maintenance
Wamage
Birth
Adoption

e e

About  Privacy  Legal

® Copyrght 2013 ADP, LLC.
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4. Enterin the Event Date.

Notes:
e The Event Date cannot be prior to 1/1/2013.
e Best practice is to enter a comment in the additional comment field for historical reference purposes.

Click Submit.

OSHBP SE—
State Heuth Bencfit Plan
[Py A Loy o B
Acting as: CHRISTOPHER BROWN [stop]

Declare Qualifying Event

Step 1 of 1: Declare Qualifying Event
—— .
! This application allows you the opportunity to declare a qualifying event and make the allowable change. If the selected =
event and the date of the event are approprately provided, you will be able to modify your health benefit coverage in
connection with the qualifying event you selected... More
+ To select a qualifying event diick the Select Qualfying Event button.
+ Select the Qualifying Event from the drop-dow list
+ Enter the date (mm/dd/yyyy) of the event
+ Click the Submit button below.
| Admin No Pay - Stop Coverage I eventDate: [01/03/2015 |
Overview.
Documentation
Additional comments: [ panicipant resigned from organization on 01/03/2015 L
L=
About  Prvacy | Legal © Copyright 2013 ADP, LLC.

5. Complete the enrollment as normal.

fitome Help Logour
OSHBL

Acting as: CHRISTOPHER BROWN [stop]

No Pay - Stop Coverage

Step 1 of 3: Review Your Information

Event Date: 01/03/2015 |ump t0 | Review Your Information Summary | ¥ |

Please take a few minutes 1o review your cument health benefit coverage. If you decide to enroll or make a change due to 4 qualifying event, this s vour opportunity to make the appropriate health benefit coverage change for vou and vour family.

Review Your Current Elections Review Your Dependents

» Go to Review Your Current Elections

® Copyrght 2013 ADP, LLC.

About  Privacy | Legal

ADP email communication
No ADP email communication
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REPORTS

An Admin user with the appropriate security access will be able to run reports and view completed reports
that they generated; the user cannot see reports generated by other users.

1. Log on to the SHBP Enrollment Portal. On the Home page, click “+” next to Reports. Access the report
needed.

OSHBP.

Welcome MPOWERS®adp

# Home
& Search o From this page you are able to:
- Search for and act as an empioyes 10 make benefit elections and declare events
@ Reports - Look for recent Event activity and., if applicable, approve pending events
- New Hire Employees + Utilize the various reporting tools (Standard reparts, Report Bullder and Premium Bifling)
- Benefit Enroliment - Access commen forms, plan documents and FAQs
- Dependent Age Out
- Census
- Plan Migration
- Benefit Summary
» Enrollment Staustics
- Create Report
+ Report Management

& My Information

& Plan Information

& Report Center

Need Help?

if you have questions about your

SHBP benefits, pleasa cal the SHEP
Member Services a1 800.610.1863.

If you are an Administrator and have [
an employer related question please

About |, Privacy | Leasl S Commal EOla A LG,
—_—

13 SHBP Enroliment Portal: ADP User Guide — Admin Experience (Agencies Sending Automated Files) 6/2/2015




EMPLOYEE INDICATIVE DATA CHANGES: ACTIVE AND RETIRED EMPLOYEE

For Agencies with access to Data Sharing Tool

This allows user with appropriate security level access to update indicative data (i.e. spelling of name,
birth date, address, SSN changes) for an active or retired member. There may be Admins who can READ
the Data Sharing Tool, but will not have WRITE or access to update member data.

Note: Retirees are able to update their address on their OWN after logging onto the ADP System.

1. Log on to the SHBP Enrollment Portal. Click “+” next to Search. Choose Member Search. Use either one
of two search types: basic or advanced. Enter member criteria. Click Search. Search results will display.
Click the green arrow, and several options will display. Choose Update this employee.

@ s H B P Help Logout
Suate Health Benefit Plan
e e gt d e

Welcome Mpowers@adp

an employer related question please SR - £
contact Employer Services at 800- Q FAYED SMITH d4ed5682-5205-4d7a-004e- HOXAG257 Retired Retiree 12/31/20012
610-1863 opt. 2. Tedaeda0e047
@  Tawss SMITH 68ecazea 9d49-40c5-90a5 X0000X2038 active active 12/01/2013 [
89deeasesssz =
5] EVELINA H SMITH £5c076250d684517-92ed-  XIOOXKTS71 Retired Retires 12/31/2012
d7c76fdbeche
©  jomn SMITH Ta8f4208-d0e6-400d-246- XO0XE105 Retred Retiree 12/31/2012
6a5208¢54042
o MARVA DEMETRIA SMITH-MINCEY €4028044-c28F47€7-2818 000XX2218 Active Active 12/31/2002
ad024377a618
0 KYANA SMITH 4d3936c6fc] 8-47dd-a7d7- H0XXI36T Active Active 12/02/2013
508478e211c5
©  TEKSHA WARD-SMITH 7e1d80a6-£039-426a3b7F XO0K0329 Active Active 12/31/2012
60e7fd146100
[>) & Actar thin empioves SMITH fad90ea0-e095 dabe-abae- XXKKXTE1'S Active Active 01/01/2013
(5 View employee change history d50b42d40085
Q. ]uw%] SMITH 82fbesdbeced 457aase0- 00000932 Active Active 08/01/2013
s 8228269425
0 J SMITH 43187dc4-5d78-404F 2258 0000171 Retired Retiree 12/31/20012
©0dB67601T74
©  TamaL SMITH £1080f76-3c03 488cbd2a  X0O0XGE5] Active Active 12/01/2013
88f5fboes482
5] KAREN SMITH 3boafang-afda-4502-asc2- XXHKX5661 Active Active 12/31/2012
88470256570
5] EMILY SMITH £21820d8-b0d8-4f6a-843b- X000X0419 Terminated NOBENS 12/01/2013 |
AQRR2 3418 =
About  Privacy  Legal © Copyright 2013 ADP, LLC.

2. On the Update Subscriber screen, choose Personal.

SHBP -

e

Acting as: JOSHUA SMITH _ [stop]

Update Subscriber

SUSAN SMITH (XXXXX8117) Participation Group: Active

& Add a Subscriber Select a link at left to update subscriber's data.

About  Privacy  Legal © Copyright 2013 ADP, LLC.
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3. Enter the effective date into system using the calendar feature icon. Note: The date cannot be prior to
1/1/13.

Click Submit to have changes sent to the SHBP Enrollment Portal. Note: Review all changes prior to
submission in order to ensure the accuracy of data entry.

B

h Benefit Plan

Acting as [stop]

Update subscriber

FAYE D SMITH (XXXXX6257) Participation Group: Retiree

&9 Add a Subscriber Personal Information
Tasks Show/Update information as of: |02/13/2015 @
System of Record
Personal
First Name # FAYE D

Employment
o

Transfer Last Name % SMITH
SSN X000 Reveal
Alternate ID  A156W4003
Birthdate ~ XXXXXXXXXX Reveal
SSN Change
Gender | Female v
Date of Birth Change el
Transfer Lock Ettnicity | Unknown i

Crandfathered

Benefits Eligible # (=)

Primary Language
Wellness
Address Line 1

Address Line 2

) Yes () No

@ Yes O No

ENGLISH

e No

QYes O

+ 1066 CANDACE LANE SE

City + [ATLANTA
County | DEKALB v
State »| Georaia =
ZPCode + 303164038 |
Country # | United States v
Telephone 4042414561 |
(_ submit |

AiHone Help Logout

About | Privacy  Legal

® Copyright 2013 ADP, LLC

ADP email communication
No ADP email communication
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EMPLOYEE INDICATIVE DATA CHANGES: ACTIVE AND RETIRED EMPLOYEES > FOR
AGENCIES USING AUTOMATED FILES

Allows users with appropriate security level access to update indicative data (i.e. spelling of name,
birth date, address, Social Security Number (SSN) changes) for an active or retired member. (CRITICAL:
Only SHBP Admin User or SHBP IT User)
Note:
e Agencies who send automated files should continue to make changes via automated files that
they do today.
e There may be Admins who can READ the Data Sharing Tool, but cannot WRITE or access to
update member data.
e Retirees are able to update their address on their OWN after logging onto the ADP System.

Refer agency to follow the normal file process to update member indicative data. If Data Sharing Tool is the
chosen method to update a member’s record:

1. Log on to the SHBP Enrollment Portal. Click “+” next to Search. Choose Member Search. Use either one
of two search types: basic or advanced. Enter member criteria. Click Search. Search results will display.
Click the green arrow, and several options will display. Choose Update this Employee.

On the left-hand navigation bar, choose System of Record.

Welcome Mpowers@adp

Update Subscriber

FAYE D SMITH (XXXXX6257) Participation Group: Retiree

&) Add a Subscriber Select a link at left to update subscriber's data

SSN Change
Date of girth Change
Transfer Lock

Abour  Privacy  Legal @ Copyright 2013 ADP, LLC.
2
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2. Since the Data Sharing Tool is not the system of record, click Yes. This will enable the record to be updated via
the Data Sharing Tool. Choose Submit.

/ # Home  Help Logout
OSHBE
Welcome Mpowers@adp

Update Subscriber

FAYE D SMITH (XXXXX6257) Participation Group: Retiree

€ Add a subscriber System of Record

Tasks
System of Record
Personal

Allow Manual Updates? = () Yes (3 No

Employment

Transfer Submit J
Rehire

Termination

Retrement

Deceased

SSN Change

Date of Birth Change

Transfer Lock

3. On the Update Subscriber screen, choose Personal.

@S H B P #iHome Help Logout

S=="" Suate Health Bencfit Plan

Welcome Mpowers@adp

Update Subscriber
FAYE D SMITH (XXXXX6257) Participation Group: Retiree

2 Add a Subscriber Select a link at left 10 update subscriber's data

Tasks

System of Record
personal

Empl~ ===

m: pEss
Rehire
Termination
Retirement
Deceased

SSN Change

Date of Birth Change
Transfer Lock
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4. Enter in appropriate effective date into system using the calendar feature icon. Note: The date cannot be prior
to 1/1/13.

The HR Admin making the update must inform the local Agency to update their normal system of records.
CRITICAL: If this is not updated, the data changes will be undone.

Go back to the System of Record and choose No to relock the record. Choose Submit. This will set the System
of Record back to be ‘not manual’.

@ S [_{ B P #Home Helo Logout
=" Siuie Hoalth Benefit Plon

Welcome Mpowers@adp

Update Subscriber

FAYE D SMITH (XXXXX6257) Participation Group: Retiree

© Add a Subscriber Personal Information
Tasks Show/Update information as of: [oz/10/2015 |Gl
System of Record
Personal
First Name 4+ FAYE D
Emplayment
Transfer Last Name & SMITH
Hahvs SN 300000000¢ Revesl
Termination et it N
. A156W4003

Retirement
Deceased e X000000XXX  Reveal
S5 Change Cender + Female
Date of Birth Change —
Transter Lock ke

No

o

e ENGLISH
es () No
2ddr 1966 CANDACE LANE SE
address
ATLANT ‘

About  Privacy  Legal

© Copyright 2013 A0P, LLC

ADP email communication
No ADP email communication
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DEPENDENT INDICATIVE DATA CHANGE

This allows user with appropriate security level access to update indicative data (i.e. spelling of name,
birth date, SSN changes) on a dependent.

1. Log on to the SHBP Enrollment Portal. Click “+” next to Search. Choose Member Search. Enter appropriate

member details. Choose Act as this employee.

Declare Qualifying Event as an Admin Event and enter in the appropriate Event Date.

@ S H B P W Home Help Logout

Shate Healdh liencfis Plon

A e s e G ot

Acting as: TRAVIS 5 SMITH _ [stop]

Declare Qualifying Event

qualifying Event

Step 1 of 1: Declare Qualifying Event

e

I This application allows you the appornity to declare a qualifying event and make the allowable change. If the selected
event and the date of the event are appropriately provided, you will be able 1o modify your health benefit coverage in
connection with the qualfying event you selected.. More

+ To select a qualifying event click the Select Qualfying Event button
- Select the Qualifying Event from the drop-down list

Enter the date (mm/ddyyyy) of the event
Click the Submit button below:

| Admin Na Pay - Stop Coverage 2] EventDate: [02/10/2015 a

Overview:

Dacumentation:

Addional comments,

2. On the Welcome page, click Accept Terms and Conditions.

#SHBP B
Siate Healdh Benefis Plan
a5

Aok s gt

Acting as:  ELEANER N SMITH  [Stop]

Marriage

Terms and Conditions

Event Date: 02/13/2015

Active Employee Responsibilities
I understand that it is my responsibility to review the Active Employee Decision Guide to determine the State Health Benefit Plan
(SHBP) option that best meets my or my family's healthcare needs. My review includes the following:
- Current provider(s) participating in the vender network of the Plan Option | have selected. | have confirmed the distance | will
have to travel to see a participating provider
+ The cost of my prescription drugs under the Plan Option selected

- The office visit co-pay Gif the and f-pocket maximums for the Plan Option selected

- lunderstand that providers may join and discontinue participation in a vendors network and that the costs of presecription
drugs may change during a Plan Year

I have selected the correct tier based upon the confirmed dependents | wish to cover and understand the dependent verification
documentation | must provide for each newly added dependent.

| understand that | must have a confirmation number for my health benefit selection to be valid.

I authorize my employer to deduct from my monthly wages the applicable premium for the Plan option and coverage tier | have
selected and any applicable tobacco surcharge.

| understand that | will have to pay premiums required for the Plan option and tier | have selected, and that coverage for any newly
added dependents will start when | provide the required for those

| understand that | must truthfully answer the Tobacco Surcharge question. It is my responsibility to immediately notify SHEP if my

answer to the Tobacco Surcharge question changes. Intentional misrepresentations in my answer to the surcharge question or my

» Accept Terms ana Conitions | Back o nome |

[ﬁbw Privacy | Leoal

© Copyrght 2013 ARF;L&Q]
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3. Onthe Review Your Information page, click Review Your Dependents.

SHBP Y

Seate Health Beneft Plan

Acting as: FAYED SMITH [Stop]

Admin No Pay - Stop Coverage

Step 1

Review Your Information

Step 1 of 3: Review Your Information
Event Date: 02/10/2015 Jump to | Review Your Information Summary | v
‘ Please take a few minutes to review your current health benefit coverage. If you decide to enroll or make a change due to a qualifying event, this is your opportunity to make the appropriate health benefit coverage change for you and your family.
Review Your Current Elections  Review Your Dependents Review Medicare Info
sbout privacy  Legal © Copyright 2013 ADP, LLC.

4. Select @ nextto the dependent that requires the indicative data update. This will remove the dependent
from the record.

OSHBE i g

Acting as: TRAVIS S SMITH _[Stop]

Admin No Pay - Stop Coverage

Make Your Elections

Step 1 of 3: Review Your Information

Event Date: 02/10/2015 Jump 1o | Review Your Dependents Iv

A Review Your Dependents Please take a moment to review your dependents on file.

Add a Dependent | You will now have the opportunity to enter information on the dependent(s) (spouse, hild) you wish to add to your health benefit coverage. Let's begin the process

To add a dependent click the Add a Dependent button.

Actions  Name Relationship Date of Birth Health Benefit Coverage
& @  DNETRAN SMITH Spouse J0000KKKXXX  Reveal Yes.
& @  TRAVION) SMITH child XXXXXXXXXX Reveal Yes
& @  TRISTEN A SMITH child XXOXXXXXXX  Reveal Yes
& @  TAYLON M. SMITH child J0000KKKXXX  Reveal Yes.

&= View/Update Detalls &= Remove dependent from file

" Goto Reiew YourCaen Evecions » o o ek Your Eecions - oo |

About  Privacy  Legal © Copyright 2013 ADP, LLC.

5. Click Yes to confirm the dependent should be removed.

Are you sure you want to remove DNETRA N SMITH?

ves M No |
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6. Click Yes to confirm the dependent should be removed.

Are you sure you want te remove D'NETRA N SMITH?

ves l o |

7. Next, add the dependent back into the system with the appropriate details by clicking Add a Dependent.
SHBP

State Heaith Benefit Plan

A Home Help Logout
Acting as: TRAVIS S SMITH  [Stop]

Admin No Pay - Stop Coverage

Step 1

Step 2
Review Your Information Make Your Elections
Step 1 of 3: Review Your Information
Event Date- 02/10/2015 Jump to | Review Your |>)
A Review Your Dependents Please take a moment to review your dependents on file.
Add a Dependent | You will now have the oppt 0 enter on the (spouse, child) you wish to add to your health benefit coverage. Let's begin the process.
To add a dependent click the Add a Dependent button.
Actions  Name Relationship Date of Birth Health Benefit Coverage
&7 @  DNETRANSMITH Spouse X00000000C  Reveal Yes
& @  TRAVION ] SMITH Child JOO000XXX  Reveal Yes
& @  TRISTEN A SMITH Child J000000CXX  Reveal Yes
& @  TAYLON M. SMITH Child JHOOKXKXXX  Reveal Yes
= View/Update Details & = Remove dependent from file
About | Privacy  Legal ‘© Copyright 2013 ADP, LLC.
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8. The Add Dependent Information screen displays with required fields noted. Verify data entry as complete.
Click Submit at the bottom of the screen.

A Home Help Logout
OSHBE,

Acting as: TRAVIS S SMITH _[stop]

Admin No Pay - Stop Coverage

Step 1 of 3: Review Your Information

Event Date: 02/10/2015

jump o | Review Your Dependents v
Dependent Information

You may add your eligible dependent spouse andfor child(ren) under age 26. For eligibility requirements review your SHBP Decision Guide.

Add dependent on file? | Select v

Dependent Information

Middle Name

Social Security Number

Date of Birth =

First and Middle Name =

Last Name and Suffix =

DOOOOOMXX)  Reveal

(MM/DD/YYYY) Reveal

Dependent Address

LI If vour dependent’s address is different from yours, please select the checkbox and complete the address information
below. If your e-mail is invalid, In order to add your dependent, please go to the home page and select “Update
Password or Email”. Click on "Update/Activate your email address”. After this step is completed, the email will be
updated and the dependent can be added.

Country # | Uni

Address Line T % 25

Address Line 2
Gender = (s) Female () Male

City # e

Relationship +| Select Relationship | ~ r

| This fiekd is required. Stare x| &

Is this dependent [ Disabled?

— Zip Code
‘Temporary Disability (MM7DD/YYYY)

Email Ul 5.0RC
peachCars || e

e Phone Number
Temp Guardian Expire (MM/DD/YYYY)

Spouse Wellness ||

QMCSO Information

Please select appropriate QMCSO benefits for this dependent. You may optionally enter
end dates for the court orders.

Required Benefits [ | Health Benefits

Submit | | Cancel

9. Move through the following screens and confirm changes:
e (Go to Make Your Elections
e Go to Tobacco Surcharge Question
e (o to Review and Confirm Changes

Note: Do not make enrollment changes to medical unless needed.

i sy step coverags

Step 1 of 3: Review Your Information

Step 2 af 3: Make Your Elections
T Do 21672013

ot B w27

Q Review Your Dependents  reus tke s mrmart s s sopwdess o

st
i

s

S crovmmaon sor e oyt " coomte 07

asein o ey St0p Coversge

Stap 2 of 3: Make Your Elections

ot i 4211002015

: Tobacco Surcharge Question
¥

[ R ————

Auaar th tobaces srchirge cmstcn bai

Surcharges 45 a0 2008 1 he T A wspanse must b

v forab s fore. 10 S i ey o answe 0 1 Sabaced sechirse dueston changes duing
e, yomreceied his s be

e

el sarancs

4G5 1 Make Voot Eecrons Summary b o et Besetts £ Eon wanos savie

oot Moacytmge = Campman 3013408, U
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10. Complete the enrollment by clicking Finish.

SHBP

State Health Benefit Plan
Dbt S Dt Cormaiy et

Acting as:  TRAVIS S SMITH  [Stop]

Admin No Pay - Stop Coverage

Step 1

Stey
Review Your Information Make Your Elections

step 3

Review and Confirm Changes

# Home Help Logout

Step 3 of 3: Review and Confirm Changes

Event Date: 02/10/2015
Your Elections

Benefit
Employee Paid Pre-tax Benefits
Health Benefits

Tobacca Surcharge

Your dependents on file

Name

Janine C Smith
TRAVION | SMITH
TRISTEN A SMITH

TAYLON M. SMITH

4 Go back to Make Your Elections

Option - Tier

BCES Bronze - You and Childiren)

None

Relationship

Child
Child
Child
Child

Effective Date

02/10/2015

01/01/2013

Total Pre-tax cost:

Total Monthly cost:

Date of Birth

Reveal
Reveal
Reveal

Reveal

Monthly
Premium

Pre-tax
513074

50.00
$130.74

$130.74

Health Benefit
Coverage

No

£ Exit without Saving

About  Privacy | Legal

 Copyright 2013 ADP, LLC. ]

ADP email communication
No ADP email communication
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DATA SHARING TOOL > ADD SUBSCRIBER/NEW HIRE DATA ENTRY

This allows a user with appropriate security level access to enter a new hire directly into the ADP system
as opposed to updating the data through an input file. The only type of member that should be entered
is an ACTIVE member (no contractors, no retirees).

1. Log on to the SHBP Enrollment Portal. Click Search. Choose Member Search. Enter the appropriate
member details. Search for the member to ensure their employment data is not already in the SHBP
Enrollment Portal Site. If member is not within the system, click Add Subscriber.

OSHBP SR

State Healih Ben fie Plan
s o Dot S

Welcome Mpowers@adp

A Home Member Search

© Search
LR i @  Searchby First Nane, Last Name, SN, or Person ID e

- Pending Manager

- Process Logs

et © Add a subseriber
© My Information
@ Plan Information

@ Report Center

about your
call the SHBP
00-610-1863.

About  Privacy Legal © Copyright 2013 ADP, LLC.
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2. The Add Subscriber page displays. Enter any field that has an asterisk next to it. These are required fields.
If not entered, the record creation of the member record will fail.

Note:
¢ Depending on the field type, select text from a drop down list or select from the data picker.
o Benefit eligibility rules are enforced by the ADP system. To minimize any member impact for
enrollment opportunity, ensure accuracy of data entry.

If at all possible, enter an email address for the member. This will ensure the new member notified with
a “New Enrollment” notification email. After all required fields are entered, click: Submit.

@ Home Help Logout

Birthdate % >00000000X | Reveal

Gender % Female |~

ehnicity | )

Benefits Eligible % (2) Yes () No

Primary Language  english

Employment
Payroll Location | 13610 | v
premium Type [ 12 | v

Unit Schaol Code

Executive () Yes () No
Hire Date #|12/31/2012 [ (MM/DD/YYYY)
Confirm Hire Date +|12/31/2012 @ (MM/DD/YYYY)

Weekly Hours |40

Home Address
Address Line 1 s 245 radcliffe trace
Address Line 2
City #[eovington |
County: X,
stte | Georgia v
2P Code % 30016
Country | United States v
Telephore | |

Emal

Submit

About | Privacy | Legal © Copyright 2013 ADP, LLC.
L b

3. Confirmation of the newly added member appears.

o Subscriber was successfully added

=
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DATA SHARING TOOL > SYSTEM OF RECORD
This allows an Admin the ability to update a member record via the Data Sharing Tool.

1. Log on to the SHBP Enrollment Portal. Click Search. Choose Member Search. Enter the appropriate
member details. Next to Member Name, click the green arrow, and choose the ‘pencil’ to Update this
employee. Click System of Record. System of Record must be listed as Yes in order for the record to be
updated via the Data Sharing Tool.

Note: If the Data Sharing Tool is used on an escalated situation, and the member is normally sent on a
file, the location’s system of record must be updated as well to ensure data is not overwritten.

ODSHBP e i
S

‘Welcome Mpowers@adp

Update Subscriber

SUSAN SMITH (XXXXX8117) Participation Group: Active

© Add a Subscriber System of Record

Tasks

Allow Manual Updates? s (&) Yes () No

( submit

e
Date of Birth Change
Transfer Lock

Abour | Privacy | Legal © Copyright 2013 ADP, LLC.

2. After making changes in the Data Sharing Tool, go back to System of Record, and click No to ensure
record is locked. This will set the system of record back to be ‘not manual’.

OSHBP PR
g

‘Welcome Mpowers@adp

Update Subscriber

SUSAN SMITH (XXXXX8117) Participation Group: Active

© Add a Subscriber System of Record
Tasks

System of Record Allow Manual Updates? () Yes (s) No
Personal

( submit

SSN Change
Date of Birth Change
Transfer Lock

Abour | Privacy | Legal

© Copyright 2013 ADP, LLC.
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DATA SHARING TOOL > PERSONAL

This allows a user with an appropriate security level access to update certain indicative data for members
(i.e., first and last name, SSN, birth date, gender, Payroll Location and address).

1. Log on to the SHBP Enrollment Portal. Click “+” next to Search. Choose Member Search. Enter
appropriate member details. Next to Member Name, click the green arrow, and choose the ‘pencil’ to
Update this employee. Click System of Record. System of Record must be listed as Yes in order for the
record to be updated via the Data Sharing Tool.

Note: If the Data Sharing Tool is used on an escalated situation, and the member is normally sent on a
file, the location’s system of record must be updated as well to ensure data is not overwritten.

The Update Subscriber page displays. Under Tasks, choose Personal. Enter the effective date of the
change. Note: Typically, this is the date of hire or date of address change, for example. Update the
desired personal indicative data changes. Grandfather Question must be answered. The definition of
Grandfather means that a member is ‘automatically’ benefits eligible, and does not look at DOH or
location to determine eligibility.

Note: DOB and SSN changes will be a separate task in the future.
Note:

e Depending on the field type, select text from a drop down list or select from the data picker.

o Benefit eligibility rules are enforced by the ADP system. To minimize any member impact for enroliment
opportunity, ensure the accuracy of data entry.

After all required fields are entered click: Submit.

SUSAN SMITH (XXXXX8117) Participation Group: Active

(O Add a subscriber Personal Information

Dece:
55N Change

Date of Birth Change
Transfer Lock

About  Privacy  Legal © Copyright 2013 ADF, LLC.
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2. Confirmation of updates made displays.

3. After making changes in the Data Sharing Tool, go back to System of Record, and click No to ensure record is
locked. This will set the system of record back to be ‘not manual’.

System Timing
After confirmation that the change was added, the member can log in online and view the changes.

OSHBP

Nease Heakh Benefis Plan

Welcome Mpowers@adp

Update Subscnber

SUSAN SMITH (XXXXX8117) Participation Group: Active

0 Add a Subscriber System of Record
Tasks

System of Record Allow Manual Updates? () Yes (3) No
Personal

Emplayment

Transfer ...
Rehire

Termination

Retirement

Deceased

SSN Change

Date of Birth Change
Transfer Lock

About  Privacy  Legal

ADP email communication
No ADP email communication
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DATA SHARING TOOL > EMPLOYMENT

This allows a user with appropriate security level access to update specific employment data for members
(i.e., employment status, scheduled hours, hire date, compensation and Payroll Location).

1. Log on to the SHBP Enrollment Portal. Click “+” next to Search. Choose Member Search. Enter appropriate
member details. Next to Member Name, click the green arrow, and choose the ‘pencil’ to Update this
employee. Click System of Record. System of Record must be listed as Yes in order for the record to be
updated via the Data Sharing Tool.

Note: If the Data Sharing Tool is used on an escalated situation, and the member is normally sent on afile,
the location’s system of record must be updated as well to ensure data is not overwritten.

2. The Update Subscriber page displays. Under Tasks, choose Employment. Enter the effective date of the
change. Note: Typically, this is the date of hire or date of address change, for example. Update the
desired employment data changes.

e Weekly compensation
e Hours
e Premium Type for Retirees

Note:
e Depending on the field type, select text from a drop down list or select from the data picker.
o Hire Date and Original Hire Date functionality may be revised; these items will only be visible.

After all required fields are entered, click Submit.

@ State Health Benefit Plan
ATk ikt S D Conmariy et

‘Welcome Mpowers@adp

Update Subscriber

SUSAN SMITH (XXXXX8&117) Participation Group: Active

£ Add a Subscriber Employment Information

Tasks Show/Update information as of: [02/11/2015 @
system of Record

Personal

o Employment Status | Active
Transfer Payroll Location | FOE1s
Rehire
Termination

Premium Type | 00 | v

RotWBmant unitschool Code | 0107

Deceased Executive () Yes () No
SSN Change

Date of Birth Change
Transfer Lock Original Hire Date #/12/31/2012 [ (MM/DD/YYYY)

Hire Date % 12/31/2012 G (MM/DD/YYYY)

Weekly Hours # | 40.00

Submit |

About  Privacy | Legal
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3. Confirmation of updates made displays.

[ Bt

=

4. After making changes in the Data Sharing Tool, go back to System of Record, and click No to ensure record is
locked. This will set the System of Record back to be ‘not manual’.

System Timing
After confirmation that the change was added, the member can log in online and view the changes.

OSHBP
e B T
Weicome Mpowers@adp

Update Subscriber

SUSAN SMITH (XXXXX8&117) Participation Group: Active

& Add a Subscriber System of Record

Tasks

System of Record Allow Manual Updates? () Yes (g No
Personal

Employment
Transfer
Rehire

Submit |
Lty

Terminavon
Retirement
Deceased

SSN Change

Date of 8irth Change
Transfer Lock

Abour  Privacy  Legal

ADP email communication
No ADP email communication
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DATA SHARING TOOL > TRANSFER

This event will be utilized by SHBP Admins with the appropriate access to update a member’s record if
they are part of a transfer to a new agency/Payroll Location.
Note:

e Agency Admins will only be able to process transfers on members they have security access to see.
Due to the security restriction, most of the use of transfer function could be from the SHBP
Administrative Solutions Team.

o |f the member’s hire date is greater than the previous hire date, and the agency sends a file, the
Data Sharing Tool should not be used and you should contact your assigned SHBP AST
representative for support.

1. Log on to the SHBP Enrollment Portal. Click “+” next to Search. Choose Member Search. Enter appropriate
member details. Next to Member Name, click the green arrow, and choose the ‘pencil’ to Update this
employee. Click System of Record.

System of Record must be listed as Yes in order for the record to be updated via the Data Sharing Tool.
Note: If the Data Sharing Tool is used on an escalated situation, and the member is normally sent on afile,
the location’s system of record must be updated as well to ensure data is not overwritten.

2. Click Transfer. The following fields must be updated:
Effective Date (as date of the transfer)

Payroll Location (verify accuracy)

Benefits Eligible

Weekly Hours

Note: The transfer effective date is the date the member joined the new Payroll Location/ Agency. Once
completed, click Submit.

@ “alz Htabh Bere ﬁ Pl
Welcome Mpowers@ar dn
Update Subscriber
SUSAN SMITH (XXXXX8117) Participation Group: Active
& Add a Subscriber S —__
Tasks
System of Record Transfer Effective Date % 12/31/2012 G {MM/DD/YYYY)
Personal _
Payroll Location | 60812 | ¥
Employment —
Transfer Fremium Type |00 | ¥

Benefits Eligible (x) Yes () No
Unit School Code | 0107
Decease: d Weekly Hours & 40.00
SSN Change
Date of Birth Change
Transfer Lock

About  Privacy  Legal
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3. Confirmation of the save displays.

o Subscriber was successully updated.

4. After making changes in the Data Sharing Tool, go back to System of Record, and click No to ensure record is
locked. This will set the System of Record back to be ‘not manual’.

System Timing
After confirmation that the change was added, the system will recalculate benefits and rates. The member can
log in online, and view the changes immediately.

SHBP

State Heakh Beneft Plon

Welcome Mpowers@adp

Update Subscriber

SUSAN SMITH (XXXXX8117) Participation Group: Active

& Add a Subscriber system of Record

Tasks

System of Record Allow Manual Updates? () Yes (s) No
Personal

Employment

Transfer \M—.“J

Rehire

Termination
Retirement
Deceased

SSN Change

Date of Birth Change
Transfer Lock

About  Privacy  Legal

ADP email communication
No ADP email communication
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DATA SHARING TOOL > REHIRE
This allows a user with appropriate security level access to update specific Rehire data for Members.

1. Log on to the SHBP Enrollment Portal. Click “+” next to Search. Choose Member Search. Enter appropriate
member details. Next to Member Name, click the green arrow, and choose the ‘pencil’ to Update this
employee. Click System of Record.

System of Record must be listed as Yes in order for the record to be updated via the Data Sharing Tool.
Note: If the Data Sharing Tool is used on an escalated situation, and the member is normally sent on afile,
the location’s system of record must be updated as well to ensure data is not overwritten.

2. The Update Subscriber page displays. Under Tasks, choose Rehire. On the Rehire Information screen,
enter the rehire date in the Adjusted Hire Date field. After all required fields are entered, click Submit.

SHBP

State Healsh Benefic Plan
v 0 G ot Gt

Welcome Mpowers@adp

Update Subscriber

MARY | SMITH (XXXXX5689) Participation Group: Retiree

G Add a subscriber Rehire Information

Tasks

System of Record Rehire Date | 12/31/2012 [ (MM/DD/YYYY)
Personal

Ewployiient Employment
Transfer
Payroll Location +| 89990 v
Rehire =
Termination Unit School Code

|1.00

SSN Change

Date of Birth Change Premiun Type | 00 | ¥
Transfer Lock

l About  Privacy  Legal

3. Confirmation of the updates made displays.

o Subscriber was successhully updated

=
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DATA SHARING TOOL > TERMINATION

This allows a user with an appropriate security level access to update specific termination data for
members.

1. Log on to the SHBP Enrollment Portal. Click “+” next to Search. Choose Member Search. Enter
appropriate member details. Next to Member Name, click the green arrow, and choose the ‘pencil’
to Update this employee. Click System of Record. System of Record must be listed as Yes in order
for the record to be updated via the Data Sharing Tool.

Note: If the Data Sharing Tool is used on an escalated situation, and the member is normally sent on
afile, the location’s system of record must be updated as well to ensure data is not overwritten.

2. The Update Subscriber page displays. Under Tasks, choose Termination. On the Termination Information
screen, enter the Termination date and the coverage end date. Select the Termination Reason from the
drop down box.

Term Date = the first day no longer employed.
Last day worked = Last day working

After all required fields are entered, click: Submit.
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3. Confirmation of the updates made displays.

o Subscriber was successfully updated.

4. After making changes in the Data Sharing Tool, go back to System of Record, and click No to ensure record is
locked. This will set the System of Record back to be ‘not manual’.

System Timing
After confirmation that the change was added, the Admin can log in online, and view the changes.

SHBP
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NG v et
Welcome Mpowers@adp

Update Subscriber
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&2 Add a Subscriber system of Record

Tasks
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DATA SHARING TOOL > RETIREMENT

1. Log on to the SHBP Enrollment Portal. Click “+” next to Search. Choose Member Search. Enter
appropriate member details. Next to Member Name, click the green arrow, and choose the ‘pencil’ to
Update this employee. Click System of Record. System of Record must be listed as Yes in order for the
record to be updated via the Data Sharing Tool.

Note: If the Data Sharing Tool is used on an escalated situation, and the member is normally sent on a
file, the location’s system of record must be updated as well to ensure data is not overwritten.

‘Welcome Mpowers@adp

Update Subscriber

SUSAN SMITH (XXXXX8117) Participation Group: Active
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DATA SHARING TOOL > DECEASED
This allows a user with appropriate security level access to update specific death data for members.

1. Log on to the SHBP Enrollment Portal. Click “+” next to Search. Choose Member Search. Enter
appropriate member details. Next to Member Name, click the green arrow, and choose the ‘pencil’ to
Update this employee. Click System of Record. System of Record must be listed as Yes in order for the
record to be updated via the Data Sharing Tool.

Note: If the Data Sharing Tool is used on an escalated situation, and the member is normally sent on afile,
the location’s system of record must be updated as well to ensure data is not overwritten.

2. The Update Subscriber page displays. Under Tasks, choose Deceased. Enter the date of death for the
subscriber. After all required fields are entered, click Submit.
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3. Confirmation of the updates made displays.

o subseriber was successully updated.

4. After making changes in the Data Sharing Tool, go back to System of Record, and click No to ensure record is
locked. This will set the System of Record back to be ‘not manual’.

System Timing
After confirmation that the change was added, the Admin can log in online, and view the changes.
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DATA SHARING TOOL > LEAVE OF ABSENCE

Leave of Absence is not managed in the Data Sharing Tool or SHBP Enroliment Portal. SHBP Enrollment
Portal will never reflect a member on a Leave of Absence status.
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STATE HEALTH REPOSITORY TOOL (SHRT)

The State Health Repository Tool (SHRT) is a web-based application that allows payroll locations to share
data with SHBP.

Accessing SHRT
SHRT is accessed through the SHBP Enrollment Portal (mySHBPga.adp.com), and clicking the Connect to SHRT Tool
link in the left-hand menu.
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For details regarding how to access SHRT as well as your responsibilities related to the various reports and files
please review the SHRT User Guide. This guide can be found on both the SHBP web site as well as in the Additional
SHRT Instructions folder found on SHRT.
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